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Creating a Raised Cap 

A raised initial cap sets the mood for a document.  It could also be a tool to emphasize capitalization.

1. Begin a new Word document.

2. Type in the following quote:

Nothing is a waste of time if you use the experience wisely.  (Roden)

3. Click and drag to select the letter N.

4. Choose 24 or 36 point from the font size box.

5. Another option to increase of decrease font size is Ctrl+] or Ctrl+[

6. Try different fonts for the raised cap!

Example: Nothing is a waste of time if you use the experience wisely.

Creating a Dropped Initial Cap

A dropped initial cap can be a way to teach illuminating letters.  It could be a great tool for highlighting a topic sentence or main theme.

1. Begin a new word document.

2. Type the following sentence:

Once upon a time there lived a little girl in the heart of a deep forest.

3. Select the quote.

4. Select Format on the menu bar and select Drop Format.

5. Click Drop and change the font if you wish.


O

nce upon a time there lived a little girl in the 

heart of a deep forest.

G

reat things happen everyday.
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